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Separation of Financial Duties Worksheet - Sample

_Task |  Positionorindividual PeformingtheTask

! Executlve ' Financlal Officer | Finance ¢ Clerk | Admi
__ Director .i,__..___m____:__._ RUAE " R DT Y

I Recelves Cash
o Posts Receipts
e Deposits Receipts x

¢ Reconciles Bank o
Statements
e Maintains General Ledger

s Approves Purchase Orders x

o Verifies Receipts of
Goods/Services

e Prepares Requests for

Funds

Authorizes Disbursements x

Prepares Checks

Signs Checks x x %

(co-signature >§ )

Signs Checks - Machine x x

Custodian/Check Signing 4

Device

Custodian of Blank Checks

o Compares Check with
Voucher

o Distributes Checks

e Posts Disbursements

Computes Cost Allocation x

Tracks Match Resources
Prepares Financial Reports
Approves Financial Reports x
Prepares Annual Single
Audit

e Resolves Audit Findings




